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Introduction 

 
The DTS Internet Module provides access to public records from any PC.  Images can be brought 
up on your screen with simple searches.  
 
Please keep in mind that every Web Address is not identical, but all work in the same manner. 
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Simple Search Screen  

 
The Simple Search was designed for basic searches by users unfamiliar with the Recorder’s 
Office. The user can enter a last and first name only; do a date search; or be more selective and do 
both a last or first name and a date search to search a specific date range. 

 

 
 
 

 
�  When searching by date only, you must meet the days only minimum search criteria, 

which is set by the county.  (Usually 7 days) 

�  You must search last names with at least the first two characters of the name in 
order to meet the minimum search criteria.   

�  A First name only search does not meet the minimum search criteria.
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Advanced Search Screen 

 

The advanced search is designed for users familiar with the Register’s Office. The user can 
search multiple fields or a combination of fields. Below is the illustration of the search 
capabilities. 

1. Last Name/Organization – Enter either all or a partial last name or an organization 
name.  

2. First Name – Enter either all or a partial first name.  

3. Legal Descriptions – Select a field to search using the drop down menu. If more than 1 
field is selected, the return will match all the criteria. It will be an "AND" search. In other 
words, if you enter the value "1" in the lot number field, and "craig" in the subdivision 
field, the results will be any document that begins in lot 1,11,12,13,14,etc… in the craig, 
craigs, craig johnson, etc… subdivision. All fields are implied wildcards.  

4. Recorded After – Select a day to start the search. If you want to search beginning Jan-2-
2000, enter Jan -2-2000.  

5. Recorded Before – Select a day to end the search. If you want to search documents filed 
before Jan-3-2000, enter Jan-2-2000.  

6. Document Type – This field is used to narrow searches to 1 or more document types. 
The default is all document types. Clicking on a type will narrow the search to the 
selected type. To select multiple types, hold down the CTRL key.  
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Wildcard Search 
 

The wildcard is utilized to view partial matches.  The percent (%) sign can stand for any character 
and be used at the middle of a search.  Placing a WildCard at the beginning of a search is not 
allowed.  There must be at least two characters before a wildcard to avoid returning too much 
data.  It is never necessary to put a WildCard at the end of a search, since a WildCard is always 
implied at the end.  

�  Middle Wildcard 

By placing the wildcard in the middle of a search, the system will return any results 
matching any characters before the wildcard (including spaces) and any characters 
after the wildcard.   The WildCard will match one or many characters. 

 

 
 
 
�  Below are my results: 
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Instrument Search 
 

The instrument search is used to search by entering a book and page, or an instrument 
number. The result set will return information that matches the numbers entered. 
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RESULT OPTIONS:  
 

Names Summary

 
This will display a summary of names based on the search criteria that you can then use 
to narrow your search criteria.  See example below: 
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Summary Data

 
This will display a summary of names and a short legal description, which you can then 
use to narrow your search criteria.  See below example: 

 

 

 

Check the box to the left of Inst: number and select  Detail Data to view more details of 
the document.   
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Detail Data
 

Detail Data will display all of the names and all of the legal descriptions, as well as hot 
links to marginals.  See below example: 
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Preferences 
 

You can set up your Default Image View preferences in the below window.  Simply select 
the way you would like to view the images and click on Create Cookie with my 
Preferences.  Each time you log in, this setting will be selected.  

 


